




reflects the justifiable pride of the
Survey in the quality of the earth
science we have provided since
1879 and also our rededication to
continue to serve the public.

public, but the risks of error and
misunderstanding are heightened.
A suggestion: Bosses don't like
surprises; let them know you have
been interviewed before they read
it in the morning paper or before
their own boss calls. Handle ques-
tions discreetly, and check with
your boss before the interview if
possible. Additional guidelines: (1)
stick to your own field of exper-
tise; (2) avoid discussions of pro-
grams and budgets; (3) if you are
uncomfortable with the way a
question has been asked, have the
interviewer restate the question,
and then answer it.

WRITING A

NEWS RELEASE

ing as an official spokesman. The
Survey has a proprietary interest
in any such communication in-
volving information and views
gathered directly or indirectly as a
result of your employment with
the USGS. These communications,
therefore, require formal Division
and Bureau approval through the
"Director's approval" process. It
is then appropriate for your com-
munication to show affIliation with
the USGS. Given these conditions,
it is not appropriate to use your
home address or to use your home
address to circumvent formal

approval.
Letters and similar communi-

cations to journals, magazines,
newspapers, and other media do
not require technical review,
Branch approval, or Survey
editorial scrutiny, but for Division
and Bureau approval, submit your
draft directly to the Associate
Chief, Office of Scientific Publica-
tions, at the National Center,
Reston, VA 22092.

LETTERS TO EDITORS

Letters to editors, including
letters to forums in scholarly jour-
nals, can be useful and sometimes
entertaining, and they help relieve
stress. They also can backfire or
produce stories we would rather
not read about. As private
citizens, we have the right to
write, but as employees of the
Survey, we have a responsibility
not to involve the Bureau in our
private fights. The higher one
rises in the organization, the hard-
er it is to separate the public role
from the private and the harder it
is to disclaim the mantle of writ-

Before you begin to write, scan
some past news releases to see
what has worked before. Much of
what you have done to produce a
technical report or a scientific talk
will not work. You are writing
now for the news media and for a
different readership.

The release date at the top of
the front page is part of the
recognized news-release format.
Most news editors appreciate a set
date of release and will honor it.
The set date lets reporters know
how much time they have to ex-
pand on your story before the
news will break. There may be a
reason to set a release date in the
future. If the story is too hot to
allow lead time, or there is no
reason to set a release date in the
future, give the date of prepara-
tion so that editors know how old
the story is. If the story is even
hotter, you probably should
telephone it in.

The preceding example in news-
release format outlines some of
the needs, mechanics, and reasons
for writing news releases.

TALKING TO THE

NEWS MEDIA

An advantage of a news release
is that facts as you see them are
set down on paper. Chances of
mistakes and misinterpretations
between you and the reporter are
minimized.

Interviews with reporters and
broadcasters also provide oppor-
tunities to communicate with the

Writin~ a news release248




